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The Division of Highways is responsible for f ie  planning, location, design. construction and 
maintenance of a11 roads and bridges on the  S ta te  highway system. This includes: highways 
and bridge construction, the inspection and tes t ing of materials used i n  building and min- 
taining highways issuing pewits and enforcing compliance of over-weight and over-dimensidus1 
ru les  and regulations for the movement of vehicles on the State  highway system, acquisit ion 
of a l l  rtghts-of-way. vehicular and pedestrian t r a f f i c  control. location and a e r i a l  surveys, 
preparation of construction plans and specificationr.  and the location of public u t i l i t i e s  as 

. re la ted to  the State highway rystem. 
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Included is Reorder Card (SHD Form 447)  

F i l e  is arranged numerically by 8tock amber. .. 
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AlTACH SAMPLES OF THE FILE 

AVERAGE DAILY -wcm 



14. Is there a duplication of this series in another office or agency? 1 ~ .  c I 1x1 

15. Is the information contained in this series e&r summarized published? Attask copy of &mmary or publication. f ] ' 1x1 

16 Daes the series contain classified information requirink security baiidling? . [ 1 ! ~ X l  

17. Does the series initia(e, amend or termtilate agency policies and procedures? ' I .I. 1x1 . ~. 
.- ." ..=, .~ 
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18: Could t& function be~-performed i f  the~files were lost or destroyed? The current warehouse 

inventory could be e s t a b l i s h e d  by physical ly inventorying the warehouse s tock .  
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? ~. [ I  >"XI  

11. Does the record series contain documentation produced as EDP printout? c I t x 1  
n. Has the Federal Government issued instructions governing -retentionldisposition of these files? [ 'i' [ X I  
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0. Will there be a need for these records 10. 15 yean from now? If yes, what? I 1 1x3 
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The following %quires the files to be kept  -. r h d p f i n i - l y y e q r s : ~  :i7. . . 

... . . .  .'I '. :- . . . .  .~ - ~. .~ 2.5 : 2 .  .~ 
-a: [ j STATE 6. 1 STATUTE OF i. [ j AUDIT d. [ J FEDERAL 9. [XI AD~~NISTRATIVE ? . ~ q  ~ ~ ~ + S ~ ~ R I C A L  
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'~ '1,LAW , = ~ : ~  -LIMITATION ' PERIOD ..:., , LpW DECISION '~ ,: 
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. ~ . ?  , - ~ .  -,.(Cite Law, Statute, y other reason   for the retention^ requirement) 
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!5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] C4LENDAR YEAR -[ ] FISCAL YEAR -[XI Other Con t inuous  series vithout then: 

[ 3 Hold in the current files area month(s)/ .. . year(s): 
[ ] Transfer to ,[ ] State Records Center [ 3 Local Holding Area; hold ... .~~..~~. 

[ ] Transfer to State Archives for permanent retention. 
[ 3 Destroy immediately after cut-off. . ~I 'I ? I  b:'..:: - 

[XI Other: (Specify) 

an e f f e c t i v e  cu t -o f f  date. 

year(s): 

2 i? p a -  - .  ~ - -  - .  
i -~ ,- ~. ~ ~ ~ ~ : ,  ~~~~ 

... [ 3 Destroy. , .  .~ - 
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Hold i n  current f i l e s  area unti l  obosolete or ruperseded; then des t roy .  

(Indicate briefly rationale for recommendations abovelor write additional remarks): 


